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Young Carers Services: Administrative Assistant Volunteer Role Description 
 

Summary: 
The role of the Young Carers Volunteer Admin Assistant is to assist the team to organise and 
plan the calendar of events for Young Carers.  This will include a range of various admin tasks 
to enable a fun, varied program of activities to be delivered. This will also include updating the 
database, collating feedback and mail out of the Young Carers Newsletter.  
DBS check required. 
 
Location:  
Sutton Carers Centre 

Time commitment: 
As negotiated

 
Key tasks: 

 Undertake administration tasks required for the Young Carers Service Activity Program 
such as: making telephone calls, typing letters, collating and preparing materials, 
inputting information on an online database and other necessary tasks. 

 Assist with booking activities, venues and buying resources for these events. 

 Assisting with the mail-out of the quarterly Young Carers’ newsletter. 

 Comply with the policies and procedures of the Centre with specific reference to 
confidentiality and equal opportunities.  

 
Desired skills and experience: 

 Basic administration skills. 

 Good communication skills.  

 An open and friendly approach to children, parents and families. 

 A general knowledge and appreciation of issues that may affect Young Carers.  

 The skills to work within the Centre’s Confidentiality and Equal Opportunity Policies.  

 A willingness to be flexible.  

 The ability to follow instructions and guidelines.  

 Willingness to undertake mandatory training courses. 
 

What we provide: 

 Regular supervision and support from the Young Carers Services Team Manager. 

 Reimbursement for travel expenses. 

 References can be provided after 6 months of volunteering. 
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